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Staffing Using the Modern DCPDS
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Module Overview, Continued

Before You
Begin

There are two ways to process staffing actions.

A Request for Personnel Action (RPA) must have been initiated and
forwarded by a manager or supervisor, or you must have saved the
RPA, to your Civilian Inbox.

If you have been given the responsibility, you may initiate a personnel
action by accessing an RPA from the Navigation List.

Once an RPA issaved, it must be routed to another person or to your
Civilian Inbox.

If you initiate an RPA and decide not to use it, you can delete it from your
Civilian Inbox by using the Clear Record button on the T ool bar.

When you save an RPA thefirst time, a Request Number displaysin Part
A, Block 2 of the RPA. The first five characters depict the year/month the
action isinitiated, the next nine are for component use, and the remaining
Six are a system generated sequence number of the nine component-
defined characters displayed. It isassigned to the Requisition, aswell as,
the related vacancy announcement in Resumix.

Recruit/Fill isnot an NOA; it is a placeholder until the personnelist/staffer
determines how the fill action will occur; e.g., appointment, promotion,
reassignment, etc.

Nature of Actions (NOAS) are separated into Job Families on the
Navigation List. For instance, a Promotion, and QS| are located in the
Salary Change menu. NTEsare located in the Extension of NTE menu.
Seetheligt of NOA Familiesin this module.

The RPA can be printed from the inbox of the initiator or anyone to whom
it has been routed. RPAs may also be printed in the Reports menu.

On the Notifications Window of the Civilian Inbox, with your cursor in
the Subject Data, you can scroll up or down to look at previous or
subsequent RPASs.

Completed RPAs do not normally display in the Civilian Inbox. A
separate folder can be developed for these actions.

RPA has el ectronic signature capability.

The Refresh Button on the RPA pullsin the current person/position
information to the RPA.

Continued on next page
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Navigation

List

*» Mavigator - CIYDOD PERSONNELIST

Request for Personnel Action:Appointmer

New Appointment

- Request for Personnel Action -
Appointment
Award / One-Time Payment
Cancellation/Correction
Pers Act Reconstruction- 911
DOD Correction Process
+ CAO/Transfer
+ Change Actions
Details
Conversion to Appointment
+ Conversion to Demo Project
Extension of NTE
Federal Position Change
Living Benefits
Non Pay / Hon Duty Status
Other Pay
Realignment
Reassignment
Long-term Training
Recruit / Fill
Return to Duty
RIF Exception
Salary Change
Separation
Foreign Language Prof Pay
USUHS Salary Change
+ CAQ/TRANSFER Request
+ Mass Actions -
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Module Overview, Continued

Menu Options
on the
Navigation List

August 25, 2000

The menu options on the Navigation List are familiar; however, there are
some that may need additional information. Use of many of the menu options
may be determined by your Component businessrules. The following list of
menu options gives a general description and where each islocated in the

User Guide.

Menu Option/Form

L ocation in User Guide/l nfor mation

Appointment Performed as a staffing function.
Award/One-Time Module 6, Pay, Benefits, and Entitlements Using
Payment the Modern DCPDS.

Cancdlation/Correction

Chapter 7, Module 4, Staffing Using the Modern
DCPDS.

DOD PersAct
Reconstruct —911

Chapter 7, Module 4, Staffing Using the Modern
DCPDS.

DOD Correction Process-
002

Chapter 7, Module 4, Staffing Using the Modern
DCPDS.

CAO/Transfer

Chapter 4, Module 4, Staffing Using the Modern
DCPDS.

Change Appointing
Office

Chapter 4, Module 4, Staffing Using the Modern
DCPDS.

Transfer Interagency

Chapter 4, Module 4, Staffing Using the Modern
DCPDS.

Change Actions

Chapter 5, Module 4, Staffing Using the Modern
DCPDS. (Appliesto Encumbered positions

only.)

Changein Data
Element

Performed in staffing.

Changein ART Status

Air Force unique.

Change in Duty Station

See Module 2, Position Management and
Classification Using the Modern DCPDS.

Change in FEGLI

Module 6, Pay, Benefits, and Entitlements Using
the Modern DCPDS.

Change in Hours

Module 2, Position Management and
Classification Using the Modern DCPDS.
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Module Overview, Continued
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Menu Options on the Navigation List (continued)

Menu Option/Form

Description/Action

Change in Retirement
Plan

Module 6, Pay, Benefits, and Entitlements
Using the Modern DCPDS.

Changein SCD

Performed in staffing.

Changein Tenure

Performed in staffing.

Changein Veterans

Performed in staffing.

Preference

Changein Work Module 2, Position Management and

Schedule Classification Using the Modern DCPDS.

Change Position Module 2, Position Management and

Number Classification Using the Modern DCPDS.

Name Change Module 4, Staffing Using the Modern DCPDS,
Chapter 5.

Change Position Module 2, Position Management and

Sengitivity Classification Using the Modern DCPDS.

Change Position Title

Module 4, Staffing Using the Modern DCPDS,
Chapter 5.

Details

Conversion to Appointment

Performed in staffing.

Extenson of NTE

Module 4, Staffing Using the Modern DCPDS,
Chapter 7.

Federal Position Change

Module 4, Staffing Using the Modern DCPDS,
Chapter 5.

Living Benefits Module 6, Pay, Benefits, and Entitlements
Using the Modern DCPDS.

NonPay/NonDuty Status Module 5, Workforce Relations Using the
Modern DCPDS.

Other Pay Performed in staffing.

Realignment Module 4, Staffing Using the Modern DCPDS,
Chapter 5.

Reass gnment Module 4, Staffing Using the Modern DCPDS,

Chapter 4.
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Menu Options on the Navigation List (continued)

Menu Option/Form

Description/Action

Long-Term Training

Army unique.

Recruit/Fill Module 4, Staffing Using the Modern DCPDS,
Chapter 4.

Return to Duty Performed in staffing.

RIF Exception Performed in staffing.

Salary Change Module 6, Pay, Benefits, and Entitlements
Using the Modern DCPDS.

Separation Module 4, Staffing Using the Modern DCPDS,

Chapter 10.

Foreign Language Prof Pay

Performed in staffing.

USUHS Salary Change

Washington Headquarters unigue.

Mass Actions

Mass Realignment

Module 4, Staffing Using the Modern DCPDS,
Chapter 6.

Mass Appraisals Module 5, Workforce Relations Using the
Modern DCPDS, Chapter 2.
Mass Awards Module 5, Workforce Relations Using the

Modern DCPDS, Chapter 3.
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NOA Families Used in Staffing

August 25, 2000

Purpose

This section provides examples of the various Nature of Action (NOA)

Familiesin staffing associated with the RPA on the Navigation List.

4

Note: Prefixesto NOAS:

A = Army NAF

C =DOD Recondtruct-911

D = Demo Projects

L = ChinaLake Demo
N = Air Force NAF

P = Pseudo

T = Trander

Associated NOAS

Menu List

Associated NOAS

Appointment

ot
o7
nos
ne
115
2o

22
24
130
3z
140
141
4z
43
145
146
47
148
149
hen
156
157
70
71
a0
1ag
199
1010
I011
w012
1015
016
ps018
020
|a021
ps024
IA026
IC100
IC101
IC107
IC108
c11z
IC115
IC120
IC122

Career-Cond Appt

Emergency Appt

Term Appt NTE

Temp Appt PFER

Appt NTE

O/5 Ltd Appt

0f5 Ltd Appt NTE

ApptStatus Quo

Transfer

Mass Transfer

Reins-Career

Reins-Caresr-Cond

SES Career Appt

Feins-5ES Career

Transfer SES Career

SES Moncareer Appt

Transfer SES Moncareer

SES Lid Term Appt NTE

SES Lid Emergency Appt NTE
a

Y — Pomtoed) EremeDd
CZ Appt-Status Quo
CA Transter

Exc Appt

Exc Appt NTE
Provisional Apgt NTE
Interirn Apptin Monduty Status

Interirn Appt

Appaintment

Appaintment (Concurrent)
Appointment Limited Tenure NTE
Appointment Public Law 101-508
Reinstaterment
Appointment - Transfer of Function
Appaintment - Summer Hire NTE
Transfer In

Reemployment

Emergency Hire NTE

Career Appt

Career-Cond Appt
Emergency Appt

Term Appt NTE

Temp Appt PER

ApptNTE

0f5 Ltd Appt

0/ Ltd Appt NTE
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NOA Families Used in Staffing, Continued

Associated NOAs (continued)

Menu List

Associated NOAS

Appointment
(cont)

144
MO10
NO12
MNO15
MO16
NO18
Mozo
MNo21
o2z
No24
F500
501
P507
F505
Pa12
F515
F520
P52z
P524
F540
P51
P54z
F543
546

F545
P44

F570
P571
P590
F702
P703
P713
F?721
P740
P70
P79z
[T130
[T145
[T147
[T500
[T501
[T507
[TE08
[T512
[T515
[T520
[Th22
[T524
[T540
[T541
[T542
[T543
[T546
[TE48
[T549
[T570
[Ta71
[T580
[T702
[T703
[T#13
[r7el
[T#40
[T740
[T7892
AN

Intenm Appt
Appointment
Appointment NTE
Appointment- Public Law 101-508
Reinstaterment

Appointment- Transfer of Function
Appointment- Summer Aid NTE
Transtern

Appointment- Student Aid NTE
Reemployment

Conv to Career Appointment

Convy to Career Cond Appointment
Conv to Emergency Appaintrent
Conv to Term Appointment NTE
Conv to Temp Appt Pending Est Register
Conv to Appointment NTE
Corv to O/S Ltd Appointment

Conv to OfS Ltd Appointment NTE

Corr to Appaointrent Status Guo

Conv to Reinstatement Career

Con to Reinstaterment Career Con
Conv to SES Career Appaointment

Conv to Reinstatement SES Career
Corv to SES Noncareer Appaointment

Cony to SES Ltd Term Appointment NTE
Conv SES Ltd Emergency Appointment NTE

Conv to Excepted Appointment
Conwv to Excepted Appointment NTE
Convto Provisional Appt NTE
Fromation

Pramation NTE

Change to Lower Grace
Reassignment

Position Change

Realighment

Change in Duty Station

Transfer

Transfer SES Career

Transfer SES Noncareer

Conwv to Career Appointment
Convto Career Cond Appaintment
Conv to Emergency Appointment
Conwvto Term Appointment NTE
Convto Temp Appt Pending Est Register
Conv to Appointment NTE

Conwvto O/S Ltd Appointment

Convto OfS Ltd Appointment NTE

Conv to Appaointment Status Quo

Conv to Reinstatement Career

Convto Reinstatement Career Cond

Conv to SES Career Appointment

Cornv to Reinstatement SES Carger

Corv to SES Noncareer Apgointment
Conv to SES Ltd Term Appointment NTE
Cornv SES Ltd Emergency Appointment NTE
Conv to Excepted Appointment

Conv to Excepted Appointment NTE

Conv to Provisional Appt NTE

Prarmation

Pramation NTE

Change to Lower Grade

Reassignment

Paosition Change

Fealignment

Change in Duty Station

Channa in Nata Flamant
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NOA Families Used in Staffing, Continued

Associated NOASs (continued)

Menu List Associated NOAS

CAO/Transfer-
Chg AppOI nt 507 Conv to Emergency Appointment

Ps08 Convto Term Appointment NTE
Offl Ce - PE12 Conwvto Temp Appt Pending Est Register
PE15 Conw to Appaintment NTE
F520 Comvta OfS Ltd Appointment
| ntel’agency Pr22 Carto O/S Ltd Appaintment NTE
PE24 Core to Appointment Status Guo
F540 Conv to Reinstatement Career
F541 Conv to Reinstatement Career Cond
PE42 Convto SES Career Appointment
PE43 Conwvto Beinstaterment SES Career
F546 Comvto SES Noncareer Appointrment
F548 Comyto SES Ltd Term Appaintment NTE
PE49 Caoree SES Ltd Emergency Appointment NTE
PE70 Corv to Excepted Appointrment
P571 Conv to Excepted Appointment NTE
P530 Conv to Provisional Appt NTE
P?02 Fromaotion
P?03 Fromation NTE
F#13 Change to Lower Grade
P721 Feassignment
P740 Position Change
T "HeslgFsht
Fraz Change in Duty Station
130 Transfer
145 Transfer SES Career
147 Transter SES Noncareer

Conv to Appt

L07 Conw to Emergency Appt

508 Convto Term ApptNTE

512 Convto Temp Appt-FER

515 Conv to ApptNTE

620 Conv to OfS Ltd Appt

h22 Conv to OfS Lid Appt NTE
524 Cony to Appt-Status Quo

540 Conv to Reins-Career

541 Conv to Reins-Career-Cond
b2 Conv to SES Career Appt

HEK] Conv to Reins-SES Career
546 Conv to SES Moncareer Appt
55 Convto SES Ltd Term Appt NTE
b9 Conv to SES Ltd Emergency Appt NTE
650 Conv to CA Career-Cond Appt
651 Conv to CA Career Appt

h53 Conw to CA Agpt NTE

554 Conv ta A Term Appt NTE
b55 Conv to CA Reappat

570 Conv to Exc Appt

671 Conv to Exc Appt NTE

530 Conw to Provisional Appt NTE
C280 Flacement in Pay Status

Continued on next page
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NOA Families Used in Staffing, Continued
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Associated NOASs (continued)

Menu List

Associated NOAS

(cont)

Conv to Appt

C292
C293
C300
C301
C302
C303
C304
C312
C317
C330
IC350
IC351
C352
C353
IC355
IC356
C357
IC385
IC3490
C430
C450
C452
IC460
C462

4
C472
C473
c480
C500
C501
C507
C508
512
C515
C520
C522
C524
C540
C541
C542
C543
C545
C548
C543
(C550
C551
C563
[c554

RTD
Feturn to Pay Status
Retirement-tandatary
Retirement-Disability
Retirermentoluntary
Retirerment-Special Option
RetirementLIA
Resignation-ILIA
Resignation
Remaval
Death
Termination-Sponsor Relocating
Termination-Apptln
Separation-US
Termination-Exp of Appt
Separation-RIF
Termination
Terrnination During Prob/Trial Period
Separation-ApptIn
Placementin Nonpay Status
Suspension NTE ____
Suspension-ndefinite
LWOPMNTE
LWPNTE
Furlough
Furlough NTE
LwWOP-Us
Sahbatical NTE
Conv to Career Appointment
Conv to Career-Cond Appointment
Conv ta Emergency Appointment
Convta Term Appaintment NTE
Conv to Temp Appt Pending Est Register
Conv to Appointrent NTE
Conv to O/S Lid Appointrment
Convto O/S Ltd Appointment NTE
Conv to Appointment Status Quo
Conv to Reinstatement Career
Conv to Reinstaternent Career Cond
Conv to SES Career Appointment
Conv to Reinstaternent SES Career
Conv to SES Noncareer Appointment
Convto SES Ltd Term Appointment NTE

Conv SES Ltd Emergency Appointment NTE ___

Conv to CA Career-Cond Appt
Conw to CA Career Appt
Convto CA Appt NTE

Convta CA Term Appt NTE

Staffing: Overview
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NOA Families Used in Staffing, Continued

Associated NOASs (continued)

Menu List

Associated NOAS

Conv to Appt
(cont)

&
C570

ort

Conv to Excepted Appoaintment
571 Conv to Excepted Appointment NTE
(C530 Conv to Provisional Appt NTE
C702 Fromotion
C703 Fromotion NTE
C713 Change to Lower Grade
721 Reassignment
C740 Position Change
C741 Fen Chg NTE
C750 Continuance NTE
755 Exception to RIF Release
(C760 Ext of Appt NTE
C762 Ext of SES Limited Appt NTE
765 Extof Term Appt NTE
C769 Ext of Promation NTE
C770 Ext of Psn Chg NTE
C772 Ext of Furlough NTE
C773 Ext of L'WOP NTE
C780 MName Chg from
C781 Chg inWork Schedule
C782 Chg in Hours
C730 Realignment
C792 Change in Duty Station
Ca00 Change in Data Element
CE03 Chg in Retirement Plan
Ca05 Elected Full Living Benefits
(CE06 Elected Farial Living Benefits
CE10 Chg in Allowance/Differential
C315 Fecruitment Bonus
CE16 Felocation Bonus
CE18 AlD
CE19 Avsailability Pay
(Ca2E Separation Incentive
(CE50 MOYDDS Special Pay
CHe5 Head Murse Pay
(CaER Termination of Grade Retention
(CHE7 Interirm Wil
(CEES Termination of Interim WGl
Ca72 Tirne Off Award
CH7 3 Foreign Language Award
(C574 Gainsharing Award
(Ca75 Suggestion Award
CG76 Imvention Award
(C577 Special Act or Service Award
Ca78 SES Rank Award
Ca79 SES Perdormance Award
(C5E80 Chg in Tenure Group
CHB51 ge FEGLI
C374 Gainsharing Award
(875 Suggestion Awarc
(CB76 Irvention Award
(CB7 7 Special Actor Service Award
(CB78 SES Rank Award
Ca7a SEE Performance Award
(CB80 Chg in Tenure Group
851 Change FEGLI
CBa2 Chg in SCD
(C383 Chg in Vet Pref
(B85 Ferformance Award
(CBEE Denial of ¥ithin-grade Inc
541 Gk WG|
iC892 Quality Inc
(C393 YWithin-grade Inc
C894 Pawy Adj
(395 Locality Payment
C899 Step Adj
330 Detail NTE
C931 Detail - Extension NTE _____
(C932 Termination of Detail
(C934 Lump Sum Fealignment Incentive
(CH46 Detail NTE
(C347 Extension of Detail NTE
C948 Termination of Detail
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NOA Families Used in Staffing, Continued

Associated NOASs (continued)

Menu List

Associated NOAs

Award — One
Time
Payment

MNature of Action

Foreign Language Froficie

Chg in Foreign Language Proficiency Pay
Termination Foreign Language Prof Pay
Air Force Demao Bonus

Fecognition Bonus

Fecruitment Bonus

Felocation Bonus

Separation Incentive

Tirme Off Award

Foreign Language Award

Gainsharing Award

Suggestion Award

Irevention Award

Special Act or Service Award

SES Rank Award

3ES Performance Award

Ferformance Award

Lump Sum Realignment Incentive
Fecruitment Bonus

Relocation Bonus

Separation Incentive

Tirme Off Avward

Foreign Language Award

Gainsharing Award

Suggestion Award

Irevention Award

Special Act or Service Award

SES Rank Award

3ES Performance Award

MeritIncrease ';,

Detail

Detail - Extension NTE
Termination of Detall
Detail NTE

Extension of Detail NTE
Termination of Detall
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NOA Families Used in Staffing, Continued

Associated NOASs (continued)

Menu List

Associated NOAS

Extension of
NTE

1969 Extension of Promotion in Rate NTE __
2923 Extension of ReassignmentNTE
0944 Extension of ReassignmentNTE

750 Continuance NTE

760 Ext of Apgpt NTE

762 Ext of SES Limited ApptNTE __

765 Extof Term ApptNTE

764 Extof Promotion NTE __

770 ExtofPen ChgMNTE

772 Extof FurloughNTE ___

773 Ext of LWOP NTE

6923 Extension of ReassignmentNTE __
IA057 Extof Temporary Feassignment-NTE ____
IA0E7 Ext of Appointment-Limited Tenure NTE ___
14089 Extension of Temp Promotion NTE _
IA092 Extention of Temporary ApptNTE ____
14182 Ext of Military Leave NTE ___

14184 Extension of Fulough NTE ____

14881 Extension of Retention Allowance NTE
07 Extension of LWOPNTE

089 Extof Temporary Promotion NTE
MOS0 Extof Temporary Feassignment NTE
ND52 Extof Temporary Appointment NTE
184 Extension of Futlouah NTE

Eension of Reassignment NTE

Long Term
Training

ng-Term Training
=Term Training

NonPay/Non
Duty Status

450
452
460
471
472
473
450
IA064
IA0Gs
MO78
033
054
0G5
HOBE
035

Suspension NTE
Suspension-Indefinite
LWOP NTE

Furlough

Furlough NTE
LwOoP-Us

Sabbatical NTE
Furlough-HTE
Furlough-tdilitary NTE

Suspension NTE

LWOP NTE

Furlough NTE

Furlough-tilitary

LwiOP-#orkers Compensation

Maonpay Time Mot Prev Recaorded in Cv

Other Pay

Chigin Allowa
ALJO
Avsailability Pay
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NOA Families Used in Staffing, Continued

Associated NOASs (continued)

Menu List Associated NOAs
Salary
Change Code Mature of Action -
1913 Change to Lower Grade in Rate j
1915 Promotion in Bate NTE
(Promotion) » 702 Fromation
703 Promotion NTE
713 Chg to Lower Grade
(A|$, See 7466 Faculty Merit Increase
“ Other Pay” 7968 Pay Adjustment NTE
; 7998 Tetmination of Pay Adjustment NTE
On previous 350 WMO/ODS Special Fay
page) 355 Head Murse Pay
566 Termination of Grade Retention
o7 Interim WGl
(5t Tetmination of Interim Wil
(Qsl) » (il Denial of Within-grade Inc
332 Cluality Inc
393 Within-grade Inc
334 Pay Adj
395 Locality Payment
594 Step Ad)
(Army NAF IADRG Change to Lower Pay Level
Promotion) » 0B Fromaotion
Ly Change to Lower Grade
063 Temporary Promotion NTE
066 Position Change to Lower Grade
K067 Position Change to Intervening Grade
1090 Expiration of Temparary Pramotion
K091 Termination of Temporary Pramaotion
102 Expiration of Grade Retention
103 Term of Grade Retention-Decl Offer
105 Term of Pay Retention-Declined Offer
Va8 Retention Allowance NTE
1862 Expiration of Retention Allowance
14893 ‘ithin Grade Increase
LatiteE Fay Adjustment -
k896 Adrninistrative Pay Increase
g9y Administrative Fay Decrease
L5593 Ferfarmance Award
(AF NAF L8971 herit Inc
i MOB0 Fromation
Promotion) » 061 Change to Lower Grade
OGS Tempoarary Fromation NTE ___
NOBG Change to Lower Pay Band
(R End of Temporary Promotion
(RIS Faosition Change to Retained Grade
102 Termination of Grade Retention
105 Termination of Pay Fetention
1591 Tirne Off Award
B33 YWithin Grade Increase
1894 Fay Adjustments =
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